


























































- The prcaidcnt uuct havs. conplctc knouledge of aII
council bueineea. Ec or she should know what'g happening in
each com.ittee, thc ttatua of all group projecte and any
problcur thc arouP or ite neubere nay be experiencing.

Don't agk soneone to give an i^nPr
pcoplc Aet ncrvout bcing put on thc epot

oaptu report. }lany

- Alwaya let pcople knos in advance what type of pre-
acntation thcy'Il be doing. Othcryise, thig ccenario ean-
happen:

The president says, 'EGyr why doern't aoEconc Aiveur a report on the ugrconing Good Neighbors Faii?.
Since no one voluntecn, the chair calls on Jack-
ic. A eurprised Jackic gtuubles through a digor-' ganized rsport ( if rhc evsn knowr about thc
cvent).

Jackic says, 'IfcII, it'II be fun. tfe hope
everTone coE€s. I{e'Il havc a few boothg.'

Sonconc askg thc datc. Sooeonc aakg thc price.
Sonconc agkg thc location. Soueonc aekr what food
will bc !er-vcd. And shat you havc ir a digor-
ganized raport by a ncEtyous neaber which pute a
danpcr on your neeting AtfD the event.

If aoueonc ia very negative or creat,ing a dietur-
bance, epeak directlv to the individual, telling theu to
rlop their actiong. Don't try to keep one person happy at
thc expcnee of all the othera.

Scan the roou to look for inattention, puzzled faeea,
raiaed handa, ctc. Therc are aigna of boredoD or not under-
atanding the diecusaion.

If aoueonc doesn't understand the iEsue being dis-
cueeed, take ti-EG out to explain.

If one pcraon is apeaking and it appears that othere
ean't hear, politely interrupt the speaker and ask hi-u or
hcr to rpeak louder.

If people are holding a conversation separate from
the proceedingr of the ueetirg, politely Bay 'Excuae De.
TheLoa'g giving a report' or 'pleaee, tray we have one
converBation at a tiner' and reoain silent until the disrup-
tive converaation atops.

- Debatc of igeuee during a neeting is good. But if
the group won't corlG to a decision or if soneone monopol-
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doun soue ideas. A&YSLEg goes. Then
ue'Il go around the roon and ask you to
share Your idcat"

Thic valt everyonc gets to participate and you'I1
get aoae good ideal.

- Talk uith satei don't bc too foroali don't be force-
ful.

- As the }eader, let your cyes wander around the roou;
look directly at everyon€. this nakcr people feel involved
aud i.uportant.

fn a deuocraclr it'a oK to oake a decigion without
the coneent of each and every EGDbGr. But Si Kahn sarns
that although tnre deuocracy Eeans that thc najority rulee,
we nugt alwayc reneuber to fgggggl the opiniong of thc
ninoritv. (1{8)
(Carncr, Donahue, Dunring, f,ahn)

- You could nake decisione by 'conlenlugr' shich Eean!
that evGtf/onc in thc roou agree! ou thc decicion, and
everyone rill gupport the decigion.

tcr Do rlE rcl qn Pllrrlrc roillD?

5 i nFortant atep in the planning procGlt ie cvaluating
your ncetinge. Thc reeultg of your cvaluation will hclp you
to plan your ncrt uceting. Eere are a fcw t,ipr for
evaluating your aucces! (ccc Appcndix Thrcc):

- Look at shat wcnt right
- Look at ubat scnt wrong and thc rcarone uhy
- tek thc Aroup at tbs cnd of thc rcctitg, 'lhat did

you think of our nscting? lfar it productivs?"
- Aek the erscutive comittee DGDbers to givc thcir

candid opini-one (but not in front of tbe group)
- llag each agenda iteu diecussed?
- Ifere goalr acconplighed?
- tlere dccieiona nade?
- Did evesfTonc participate?
- I{ag anyonc lcft out?
- lfar it interecting or boring?
- t{hat tagkr rcquirc follou-up?

Bc honelt with yourselvee. Si Kahn says that aclf
criticisu helpa ue to nake needed changec 1150).
(Conrad and Glenn, Kahn)
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ett.qrt at brainrtoning rill flop.

Stcpr to conducting a good brainrtoning accaion aEe 3

l. DoD't covcr too nany ierucr in onc eeacion.

2. Introducc thc problca(r1 or rubjcct of thc segaion
at thc brginaiug of thc'mstiug.

3. tlrlto ell idcer oa a flip chart or chalk board bo
that avaryonc can tcs thcur '

{.

5.

6.

7 a

Encouragc n.u idoar - draw pcoplc out.

Doo't criticiz. or lct anyonc clrc criticizs idcas.

Rcdircct thc conv.r.ation rhon pcoplc Act too far
off tnck - f,EEP FOCUSED.

flboa thr loedcr thialsr thc Aroup har cnough rolu-
tionr, rtop gcttiag idcar and rtart uaking deeigions
berod on the idcer prcrcntcd. Iou caa urually go
through youa lirt ead clininetc idrar that nay not
sork for onc rcaron or anothcr.

( Cohcn )

rrt qrlttDl a?tlllll lPPnoDlrllll?

Yc.. Occarionelly it'r nicc to bring in e r;nalcer for
a nccting. Choorc a topic interceting and rclcvant to your
mEircEr.

It'l alro good to bring in pcopls frou local agencice
or collcAcr to rpcak to thc sholc cmtrnity. For crau;llc, a
talk eould be rchcdulcd on aldcrly irrucr, gendcr or raec
rclatcd irrucr, drugr, intcrnational affairr, rtarting anall
burineaecr, stc. Doing thir uould not only give emcthing
to your couunity, but sould provide cffectivc publicitv for
your council uithin thc largcr couunity.

D,on't forgct to thank thc rpcdccr vcrbally gDC in
writinE aftcr tho rlnceh.
( Iloaahuc)

EOI DOII IT TD?

t{cctingr rhould bs cndcd gracefully. Alwava cnd on a
good notc. It you concludc uith argunsnt or loEGthing
ncgatlvc, your mubon rill ralk out of the nccting sith a
bad, fnrrtratcd attitudc. ADd thcy Dty naver ralk back in.

32



act s

Being praiead in rccognition of achievenent

c€tting thinga acconpliahcd - if people are always
spinning their whecle, thcy'II lore notivation

Feeling theY belong

Sclf developnent lcarning, feeling better about
oneleIf

Reaching goale thig ia why goals nuet be realietic

Enjoying the council sork

Secing a poeeibility of noviDg up in thc council

Eaving a chancc to rpoak out

Ar thc lcader, you Eult hclo pcoplc ruccecd ro they
will rtay uotivatcd. For cxa4lh, uhcn you t.tign a tagk to
loDcoac, nakc turc yous

1) Dotinr thc tark ro thcy kaou cxactly uhet'r
cxpcctcd; and

2l Tcll thcn what hclp ir avrilablc if nccdcd.

f,ccp in nind that uhcn individualr ruccccd, thc aroup
luccccdl.
(Quick, Cohcul

EEOII.D rE ?OnX COOIIT!!!E8?

To becouc rtrengthcncd, a couneil ncedr to forn comit-
tccr to cartT out differcnt aetiviticr. Couitt.G! arc
cffcctive bccaurc thoy'ro Eore flcriblc and infomal than
thc larger group. And thcy arc rgrultr orisntcd. llort of
tbc nitty-gritty rork gct. donc in comittccr.

Thcrc arc tuo tlpcr of com,ittccr: tcnporary and per-
uancnt cou.ittcet. A terqloraty (or 'ad hocr' rhort tcru) ie
forud to uork on onc roceifie projcct. A pcruencnt
conittee ir long etanding. Era.uplcr of pclaanent
cou.ittear a.rc Iirtcd bclou:

Financs
Social/Entcrtainnsnt

- Athlctic
- Education
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Stclror vt.
ErrBelnE eoolurlcltror
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vI. ErrEctn,l cooaurrcf,tror

Kecping thc linet of couunication open is one 
- 
of the

uost i-uportint thingr you can do to nate your council Euc-
cesgful. Kccp all of your EsDbar! updatcd. And to the
extent porriblel kccp thc PEA Drnageuent infor:ncd.

It'r alto inportaat to dcvclop tuo way cmunication.
Eetablish a uay for council ucnbcn, other rerideute, the-
PEA, EUD and othcr agcncicr to eonc to ygg uith ilauer,
queationa and probleur (Sce Appcudix $ro). (Conrad and
Glenn)

Thc diffcrcnt uayr of couuaicating arc3

- Pacc to facr
- Telcphonc
- Hri-ttqn

A acsrlcttor to thc ocubcnhip (aad thc largGr coD-
nunity if you dcriro) ir tho bctt iay to somqtniiatc on a
regular barir.

Your rrittcn couraicatioa caa bc anythiag fro a oDG
page handrrittca flycr to a rcvcrll pagor niccly laid out
and tlpcd nourlcttcr. Ark tho cmraity uaaag.r (or PEA if
therclr aot rn ou-ritc ranagqusnt offics) shcn you cqn ule
thcir typcrritcr/coqutcr, if you don't havc onl.

Ag IonE er you XEEP PBOPLE If,FORIGDT 1rou ara on thc
right track. llro, conridcr crcating lettcrhcad rtationGrfr
uith thc nalc of your council et thc top. Thir.uill cahancr
youE proferrional inagc and contributc to thc idcatity of
the couucil.

You rhould rt up cmtrnication with the PEA couunity
EaDager. thir uill hclp in naintaining a coo[rcrative rcla-
tionehip. f,ccp thou iuforcucd of your activitisr and
projcctr. For eraqllo, cithcr rcnd thc uanagGr a copy of
your ncrrlcttcr or rritr a lcttar (oncc a nonth or
guartcrlyl lirting your activitisr. Invite thc naaagGr to
your ueetingr ubca it'r appropriete. Involvc thc nanger in
on-sitg progEan. ruch ar trainirg, anti-drrrg, etc.

Follou tbsrc baric nrler uhqn couunicating in rriting:
o Urs rhort lcntcnccr
o Don't crord tbc pagcr uith too nuch inf omation
o Urc lotr of rbita .prcG - it naker rcadiag saricr
o tfritb thc ray you telk
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sEctror vrr.
TUIDRTISIIO TOI TEE IPf,O EAI'L - ITD f,EEPITC SNICI OF TI
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VIt. TUIDnIISIIG FOR IEE I.OTO EII'L ' lID rIEPIIC
tnrcf, o? rl

Although a reeident council Day Pe able to.get in-kind
or uonctarT assietance fron thc PEA, it'l allo in your best
interect to raige Your own Donsyi

Thc noney raieed by thc council ig ygg5g, EADaged by
you and spent, by you in whatever (Iegal) fachion you desire.

Reaident councils can do a variety of things uith the
Eoney. You can3

- Buy euppliea and office cquipnent
- Print a nessletter regrularlY

Buy office furniturc
- Buy books for a soumulity library
- Buy uuaical inatrumntr (i.G., a piano for the coE-

uunitY roon)
- Opcn a food bank

S-t up a fund to hclp frrri ]is3 sith ercrgcncies
- Spoaaor epecial evcnte (i.c., a baod, a dirc jockey

for a dancc, a epcaker who charget a fcc, a
caraival, etc. I

Providc training or cducation
Buy conputer eguipuent, a tclcphone eyetcu, etc.

- Sponaor bot lunchcr for childrcu
- Buy playground eguipncnt

Set up a clothing cxchaBgG for rcsidcntr, eepecially
children

Pay for tuton (if you caa't find voluntscra)
- Bui aporting equipGnt and ganct

The List ir E[DIE88. ft'c up to you to detenine how
uuch Doney you uant the council to rork with aad thc begt
uay in shich to epend it. (See Appendix One for a liet of
aoEe other ideae for eouncil aetivities and purchaees. )

ECf DO IG EITDIA OUN CTSE?

The ginglg you get gltg penny ie the tinc you nust eet
up aorc tlpe of financial record keeping systanl. Don't let
thie scarG you. It doern't havc to be conplicatcd. But it
docr havs to bc accurate and safs fron petty theft. Whether
or not you knor it, you ALREADY have financial nanageuent
experience: of your ffin pcrlonal finances. The aaEe ekille
ars ueed f or your couDcil's trcaaurT aa for your Otlll
trcaruty l

Imediattly opGn a cboctrhg rccouat at a local bank in
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- rEt PEOPLE xlo SIGr CltCf,A SEOULD IEVtn IOUCI tEl
XOTEI ON EITDI.E IEE D@IXIEPIIO

- rE! PENAOI XEO EITDI.ES tEE !OOT8 SEOI'I.D IET'EN
tqrC! tEE rorEl Ol xlll OtE Or gICr CIECTS - It ia the
trceruret'. rclpontibility to uaintain the financial recordr
but NCIS to havc accct. to thc EonGy through having check
aigning authoritY.

. IEI PERSOT tflo PRIPInIS rlI CIECTS SEOT'I.D IOt ETIDII
rE! loor8 0n Srcr rEE ctEcrs

llrl:t rIOUI rUrDS rRoll ltE PEt?

Thc follosing applies if your council requcets Doney
fron the PEA:

Subnit a budget with your srittsn rcqucet tor
arrirtance (tcc Appendix Eight for a s.-['lc)

-'The budget should shou, within a tine franc, shat
aernricea or how auch Eoney you want and how you iatcnd to
apend it

- Your urittcn requcat for uoncy ehould cxplain hor
you plan to kcep track of your Doney (your bookkcepiag
.y.tGD)

Your uritten requeet ghould alao include the nanes
of pGrlon! authorized to rpcnd council Donsy and any linitg
you havc aet

- Thc PEA and EUD have the right to see your booksr Bo
uaintain good and accuratc recordc

PEA indepcndent auditore and EUD can revies the bookr
of a resident nanageuent corporation

If your council hae IRS gtatue as a "non-pEofit eor-
porationr' thc booke are eubject to public discloeure and
audit

llll!! SIOT'I.D EE IT IEI B@IIIIPTTC RECONDS?

The council will be gafe if you keep track of:
- The exact a.nount of uoney couing in
- Ifhere the uoney ie frou (earned through an activity,

a foundation grant, etc. )
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You are encouraged to euppleuent money frou the PEA
with Eoney you raiae on your outl. There are countless uays
you can riiic Eoney. A verv suall canpling folloss:

o Spoaror .ucb tuadrelrlag ovoatr a.
dinners
Iunchconr
speakers
fairg
craft ghoua
talent ahoss
dancee ( get a local DJ to donate ti.ue )

faahion showg

o Soll itur:
recipe bookr (collcct cpecial recipes froa

reeidente )
craftr and artsork

rafflc ticketr (givc auty Doncy or ark a
store or organization to donatc an itenl

o fotuork and use your resourceg I

o llray fouadrtloar ead corpontloar glvo graatr
for worthrbile projects. Soae foundationr havc Aranta for
uhich you can apply and otherr givc rcney for egncific iteug
or rcaaona.

o tlad out what foundationg and corporatione in
your arGa offcr funding and foi what purpolG!. Thig infor-
nation ig available to the public at thc libntJo Por
instance, The Carnegie Library in Pittsburgh haa a
eouprchcnrivc l,iating of all foundationa and eorgrcrationr
with gift prograas.

o tttor toua roroerch, write to find out what
typee of organizationr they fund. If your council rcctc thc
requireuente, ark the repreacntative when their uert funding
round ia and hou to apply.

o Souc foundatione/eorporltiong Eay require that
your council have aoa-proflt rtrtur (501tc] t3J atatua) in
order to bc fundcd. If ror you Dry aek thc PEA to be a co-
sponror, uring thcir tax idcntification nunber until you can
apply for your oen. Arr attornGy can help you with the
paperuork and you'Il have to pay a filing fee to the IRS.

o Cell otbor rorldoat couacllr to get fundraieing
ideas.

o Crll loctl churcbor, .yargoguor ead or1grallr-
tloar to get ideae by aeking about their fundrairirrg.
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sEC'lrOr VIII.
PnEPrnIrc courcrL lll.rw8
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WCA1 l6dn6ll ltllg hlv. . aat ol Oy\eut, fhorc rrc the
.a$Oll -E[ei 

io,tg aGr.nltrtlon llvcr D!'. fhcy rhould br
aiiTa rrri-orir Dr edadrd 1 nlr rgul31rnt. .s. ddcd.'aii|rfra iiiEuia--oontdn itrr loUoslns -grnrgl lntog!.t ion .

Aii-id,rt--ioert rUO olflcr tot a eorf ot EUD't trodlol Bylawr.

vl/,t.

ileot ol thc eounell

Purporc of thc counell/ulrrlon rtat.!.nt
It thuo lr to b. r borrd ol dlrrctot.r hou oray

E.oplr lr111 br-on thr borrd rnd hou chetloal wlll be
tun

toy oltan thc boartl ulll ar.t

lor drnr oftlcrrt ulll t.re. on th. oounoll 1prcll-
lratr tto-. f , tcta of ottlec, tnd hou olrctlonr
rl11 br tun

tor untrtmttd vtclnclm on thr boud rnd counell

l!::i'l.il- l!'llirlltn""' rcrlenrtlon ' rruourl '

An outllno of tho dutlcr ol rll otllern
Eou fundr uttl bl hrndhd rnd uhleh porltlonr

llrl.l ptrtldrnt, vlee pmrldrnt) uIlI rlgn ehlehr,
handlc nonoy and kecP thr boolu

Ll

2t

!t

at

lf

rt

?l

tt

9l tlho rltr on tho orreutlvt coulttcc (thr eounoll'oftleurl rnd hou ottrn It rlII nmt. Stttr thrt thc
rlmutLui coutttrc rhell rcport ltr eetlonr to tha
gencrel uanbcrthlP

101 A rtetrmng thrt ucnbcnhlp tn thr oouncll thell bc
6Drn go rII rcridrntr of your public hourlng
eomunlty

tI) ln outllno ot rrhtch coutttror ulll bc tot:ard (end
thrt Ehay ulll br hoadrd by chrirprrton. ti.thrr
rDpolntrd or olrctrd i rnd rtrtcllnt thrt ncu rnd
rllnoc eoulttur eei bo tornod vhon drurd Drcer-
rl(fr M-hoe eo![ltt... ere t.trPonrT end rct up tor
a tptg|1l purpom or trrk

Il) lor lrny yot.r rrc nrodrd for rhcttont, polley end
procrdun-drelrfonrr ahd uhrt conttttutcr r-quonua.
For cxanplc, ttate: 'l quonu tor umtlngr of tha
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IDEf,E FOR ACTTVITIES IXD ?TfiDn.f,Islf,G

Eere is a list of idear for rcaident councils at all
Ievelg. But remeuber - tbo .ky:l.tlo littt. It's up to you
to be creative and plan thc activitiee and thc rolc of your
council according to your comunity's needg and uantg.
l{any of theae activities can be fundraisinq activitice and
Dany can be oaid for out of your council fund.

Voter registration
Eree talks fron professionala on auch topica at:

lloney and budgets
Job scarching
Job intenricrs
RecuDe writing
Child care
Prcnatal care
Nutrition
Ererciec
llcntal Ecalth
Dntg and alcobol depcndcncy
Eourekgeping
Baric booc rcpair
International igeuee
Dorcrtic igsuea
Fire prevention
Rcligion
Literacy
Educatiou and higbcr cducation
CoIIege grantr and financial aid
PEA ruler
PEA learc aad cvictioB procGlr
PEA gricvaDcG procedurc

Fon support gEoup! and aclf help groups

Sct up aa Alcoholice Aaonlmoue group

Set up a Narcoticr Anonyaouo group

Arte and Craftt
Exereire claraar

tti&tight baeketball leaguc

Little leaguc' aporta tcaos: aoftball, baeketball, football
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Perfotcing art!
carnival
arts and other fertivale
baaeball gaDG
historical Pointe of intcrcet

Athletic weekend (get local collcAe athlctcr - ualce and
feoalea to apcak to and uork rith thc childrenl

Ta1ent contest

Paahion ehos

Bakc sale

Eoliday partiea

Purykin carvc

Eaater egg hunt

Senior citizen card elube

Bingo - Ploero Dot. that although your non profit group ean
use Dc,ney in bingo, you urrt firrt apply for e liccnes. Any
elderlv couunity can apply and rcccivs a licenre imedi-
ately. Therc'! a ctate rcquirerent that tayt organizatione
in other than eldcrly couuniticc havc to bc in exietencc
for tuo yeara before a liecnro will bc iarucd. FOR LICBN-
srllc rNForu{ATroN, cArJ TBE COITNTT IREASITRER',S OEPICE.

Tureen dinners

'Senior' (citizcn) proE

Bible atudy/prayer group

Chrigtnas tree triming
Eat party

Floor (or building) dinncre

'Buddy system" - elderly people who live alonc pair up and
help each other OR a younger pGrson hclpa an older perlon

Strasberry Fectival

Ice creau and cake feetival
Birthday partiee
Beauty uakeoverg
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Sumer meal progra.n for kidg

Book revics club

t{cight loar group

Firhing tripe
Irlect the candidates: local elected of ficials apeak

Kite flying sorkshop and conteat

On-citc children'a i.uunization clinic (tetanue, EGarIct,
touEp., rubella)

City Parkg and Recreation playground cvcntr - on-ritc cvcntt
for kidr

'Project Lcarn' in conjunction ritb local rchool dietrict,
offcr on-rits tutoring, tceting and GED claeecr for adultr

Cooperate sith outside social acnrics agsncy to put togcthcr
ongoing workehops (i.e., prograD oD luccocrful
parenting akilla for young pareatr)

Couunity day - organized gancr,
boothe, artg and crafte, uuric,

, prizcr, food

Outaide agency sponror clubr for boyr and girlr
lfork sith PEA to givc e ctandard oricatation to ell nr
fa.uilier (PEA lcaee agreeucnt, uaintcnancG, policc aad
aecurity, availablc rocial eenricer and prograu, ctc. )

Ealloueen'Eauntcd Boule'

'Love Outreach' progran - arrange. counreling, natcrnity
clothea, baby clotbing and furniturc for ncu parcatr

'Cooperative' (co-op) - people frou thc public houring
couunity and couunity at largc douata itsur (portabl. w,
gardcn toole, kidr furniturc, grillr, g!DG., ctc. ) and
rcridcnts pay a nocinal fee to rcnt thc iteur for a ccrtain
pcriod of tine
Food bank

Clothing exchange

Rumage sale

PrcDrc
picnic
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lpooadrr Ttro

17 poINAS Of, CODO{rrXrcrIIolf AlrD lrEG(IrIAIIOf,

Aluaye bc on ti-ue.

Do not negotiate with people who have no say on your
i!gueg.

Requeat neetings with management in writing.

Always let uanagenent knon in advance the reason you
sant to ueet and the iteus you'Il be discusaing.

Nuays be prepared.

Verify all of your inforaation - knor thc FACTS.

Eave guettions prepared.

Don't approach Danageoent with hoetility.

. Alwaye be profeesional in your approach and the language
you u8e.

10. Never eqrae during the course of a digcugsion.

11. Preaent a couple of golutions for E\IERY PROBLEI!. DO
NOT bring up a probleu unlege and until you have

eolutions. This gives you nore credibility.
L2. Be SIIRE of what you are negotiating. Be coneietent.

13. During a neeting, both tranagement and council ehouldgtick to the iesues agreed upon in advance. New iasues
can be introduced at another tine.

1{. Follos up on decisione Eade at ueetings.

15. Confiro agreenents Dade with management IN IIRITING.

16. Eave only one or two individuals speaking for the
group. Anyone elae ghould only apeak when cpoken to.

17. REMEMBER: At all ti.ues you represent the entire
council and reeident population. Dorf"t act on
eelf-intereet. And act and dregs profeeeionally at alt
ti-uea.

(Sourcc:
Guide,

Urban League, Public Eoueinq Inprovenent Traininq
Pittgburgh, 1989. )
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Aoooudix tbroo

XEEAIf,C ET'II.UATIOX

DfRECTIONS: Evaluate your gcneral an9 counittee ueetings
re*rfarfy. et firet, d9 thie evaluation after event meet-
ir,i. Oncc you've worked out sorne of the problens and feel
eordortable- running the meetings, evaluate your Progress
periodically (i.e., evetY few nontha). DISCUSS the results
of your evaluation with the executive com.ittee.

CEECX ONE: 
- 

General l{eeting 
- 

Counittee l{eeting

CEECX TEE APPROPRIATE AIIST{ER. IF YOU CEECK "NEEDS IITPRO\IE.
HEtflr' Drscuss suGGEsTroNs FoR IltPRot/EMBNT.

O@D fEtDB lll-
PROI'EG['!.

The ueeting was resultg orientcd.

I{e acted like a tea.u - ue didn't fight.
We diecueeed iggueg.

The meeting rraan't douinated by one person.

tle ctuck to the agenda itenc.

9le didn't just diacugs problene

Everyone at the meeting participated.

the preeident guided the neeting rell.
Thc meeting was weII organized.

The necting Bpace was coEfortable.

Couittee and apecial project reporte were
sell prepared and infonnative.

The meeting began and ended on ti.ne.

AIl neubera were on ti.ure.

The preaident (or chairpereon) deJ.egated
tarks to neub€r8.

REIIEIIBER: PEOPTE WIII STOP COUfNG TO YOUR I.{EETINGS IF
IEEY'RE NOlr EFTECTII'B A}ID NOTEING EVER GETS DONEI
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SEI' Irl/ .rAORI O? SrIIJI

Directions: Read each statcnsnt and chcck thc reaPonle
,hlch beEt deecribes your oun PcrtoDal exlrricncc in rela-
tion to each ekill. Check ONE anluGr Ptr quCttion.

I Eave I Nccd I Don't Eave
Experience Practice Expcrience'

Ability to motivate
others to get involved
and etay active. (Area
ig MCITIVATION)

Exhibit clarity in
expressing Ey thoughta.
(Area - ORAI COtl-
I,TT'NICATION )

Ability to listen in an
alert and underetanding
way. (Area - LISTBNfNG)

Ability to handle and _
reaolve conflicts in a
group. (A.rea - I.IEDIATOR and
LEN)ERSEIP SKIIJS )

Ability to arrange workj.nto logical aeguencc
and handle details.
(Area - ORGANIZE)

willingnesa to aeaign
jobs to group uenbere
and eupenrise their
work. (Areaa DELEGATION
and ADHINISTRATION)

Ability to diagnooe group
progresa, probleue and uy
ability ae a leader. (Area -
EVALUATTON )

SUGGESIION: In the areas in which you need practice or have
no experiencer w€ euggeat that you eithcr: (1) go to the
library and read inforaation on your 'uGak' areaai (2) aek
the resident coordinator at EUD for roac aruidance in theee
areaai or (3)'arrange training in thcgq arGa!1 L.tc.2 fron an
outside agency. (Source: Auerican Rcd Crors. )
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SELT IIITETTORI OF OUTLISIES

Directions: Read each statemcnt.and chcck YES or NO, de-
pending on the gualities that apply to you. Pleasc evaluate
youreelf honeetlv. The executive coutittee nay wich to do
the inventory ar a group. The oualitv whieh applies to the
eituation is indicated in parenthegis. -

YES NO

I an ablc to change planr whcn bettcr idcac
evolve or an eEergency occura. (This Dcans
you're EI.EXIBLE. )

I have an awareness of the feelingt of otherl.
( SENSltrvE )

I an frank and open with group neubers. (BONESTII

I handle group aembers sensitivcly
and with tact. (DIPLOMATIC)

I an uodest about achievements and conscious of
Ey faulte. (EUII{BLE)

I think creatively in groups. (CREATIVE)

f an realistic about feasibility of plans.
(PRACTIC"AT )

I have the ability to nake deeisiona carefully,
quickly and follos through with thea. (DECISI\/El

I ao reliable in carrying out dutieg and pronis€r.
( RESPONSIBLE )

f act without deceit or pretenae. (SINCERE) _
Sumarrr: Go back to the 'NO" coluur and circle onc or two
gualities you would like to develop further. Then either
read information in this area or identify relevant training
to strengthen thege very important gualitier.

(Source: Auerican Red Croea. )
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cEEcrl.rst of ErrEcSrltl coo(urlcltror

Check yoursclf for identifieation of loEG of your
'comunication practice!.' Conccntratc on thl arsar
in rhich you need to i-uprove.

Ia rt orD cculicetioa
f flad ryrrlf:

1. Saying what I really
think rather than uhat

. ie 'acceptable. "

2. Checking what the other
peraon has said beforc
evaluating.

3. Listening for the other
perBon'a point of view
bcfore replying.

{. llaking it poseible f or
others to teII ne
different ideag.

5. Agcuu.ing that what ia
clear to rne nay not be
clear t,o the receiver.

6. Being influenced by a
pereuaaive apeaker
becauae of appearance,
Eanner or voice.

7

tlort ot
tbo tb

to ot
ttr tLr

Iood to
lrprovo

Thinking in etereotypea.

8. l{aking up Ey nind on
the baeis of the
firat i.upreeaion.

9. Getting annoyed with
otherg becauee they do
not 'eeen to underatand
what I an aaying.

(Sourcer Aoerican Red Croaa. )
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Aoocndix Eiqht

Senolo Lcttsr- Budoct end Agrccuont

SAHPI,E I,ESTER
Dats

Dsar Exccutivc Dircctors

On bchalf of thc rcridcntr of ABC Couunity
Rcridcnt Council ir rcqucrtiag ar opcrating lrrbr
anount of 5600.00

, tbc
idy iu thc

Thit arount ir barcd upoD EUD'r rcarulatiour, at 2l CFR
Par-t, 954.145, uhich pcnit oua hourlaE authority to providr
53.00 pcr unit pcr ycrr to thr duly dclocreticelly clcctcd
rcridcnt council in cach devrloparat. (NO|[E: thcrc
rcaulationr rtatc S15.O0/unit PGr ycar, 'rubJcct to
appaoprietion fro Congrolt.' Ifo uadcrrtand that thrrc ie
tlO additional appropriation to EUD fro Congrcrrl thcrcforc,
thc currcnt guidclinc of S3.00 pcr uait p.r ycaa rtaadr.)
Thc ABC g^iluatty her 200 uaitr (200 I S3.00/uait -
s60o.oo).

Attachcd ir e projrctcd budgrt for onr Bcridcat
Council. Ilc undcntand that an aEEs@nt uurt bc rigncd
bctrcen our couucil end your agcney prior to tho funding
beinE rclearcd.

If our rcqucrt ir dcnicd t ot' if a nodification nrrt br
udc, plcarc notify ur in vriting of thr rcaron at youa
earlicrt eonvsnicacc.

Encloacd ir thc clcction cortification, that thc
officerg of thir orgeaizetioa urrc duly clcctsd at a
deuocratic, couuuity uidc clcction in accordanec rith our
bylawe and EIID rcEulationr. IIG un&rstand that if you
revicu our DCr.t rcccat chction aad find that it doer not
conply with EUD'I rcgulation., uc uill not bq funded until
ue hold a dcuocratic olcction in accordancc sith EUD'I
rcgrulationr. Wc undcntand that you will asrirt ur in
uccting EUD'r rcguirGrnt..

Thank you in advancc for your coopcration. lfc look
fomard to continuing our partncrhip with you and your
ataff.

Sincorcly yourt,

Prcridcnt, ABC Cou,rnity RC
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ETFECTII'E LISSEUTO SXIIJ.S

Effective co@unication require! the ability to LISTEN
to other people. Thir ligtening procets focuces on thc
othcr [rGrron (the rpeaker; and pute the lictencr in an
attcntive role (paying attention to what the speaker ie
saying). For thc liatencr, this procest involveg:

A. Eearinq accuratelv what the other ia connunicating.

B. Undergtandinq uhat the other ia feelinq.

C.. Acceotino the other's feelings.

GooD LISTENING SXTIJS IIWOtVE TEREE PRII,TARY AREIS. TEB
EFEECTTIIE LISTENER I{UST:

1. Set a cli.oatc of underetandinq and gupoort.

- pay carcful attention to the apeaker.

eetablirh qood evc contact sith the speaker.

allos tinc for the speaker to talk; no intcrrup
tion
ule 'door gDenerg' - i.€., 'TeIl ue about it...'

2

uae 'I hcar you' reaponaea such ag:
'uh-huhr' 'I BGGI' 'really?'

Avoid DreDrturc iudqaent

head nods,

- becoue aware of your "earlidg" - don't block the
person out becauee you've already nade a judg
DeDt.

- try to see the meaninq in the speaker'8 Ees6age.

- put youreelf in the epeaker's ahoee; try to Bee
it frou the eoeaker'e point of view.

Teet for accurate conoreheneion of wfrat wag said.

regtate the ueaeage given.

- chcek all lcvcle of feedbaek, includinE body
language . (Source: Anerican Red Croee. )

3
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SAI{PI.B FUNDIIIG AGREEHENT BETflEEN RC TND ET

Thir agrocrnt, uedc on
bctuccn thc IBC CmraitY Ror Council (RC) and

ir
thc ABC

Public Eouring Authority (Et). thir egrecucnt ir for
funding fron tho Et to thc RC, bmcd on EUD rcArulatioa.,
Parrt 96{. 150.

EA har agrccd to provido $600 ln opcratiag fundr to thc
RC, barcd on thc El'l fircal yttl Januarlz 1, 1995 to
Dqccrb.r 31, 1995. thir rEro.rnt iacorporatcr tbc
projcctcd budgct rubclttcd by RC on , and
approvcd by EA on 

-

Thc RC agro.. to account to tbo El for tbc urc of thcto
fundr aad agrcrr to prnit tho El, through l,tr rteff aad/or
auditor (aad EUD lt D!c.r.ra!t) to iarpoct and rudLt tbo
rnridcnt council 'r f laancial rccordr rlatcd to thir
agrccucnt. El aErmr thet fundr obteiaod tbrougb RC
fua&airiag offortr or othrr .ourcct, uith thr rrcrption of
EUD fundr, arc not rubJcct to EA iarpcctl,oa or audLt unlctr
rcqucrtcd.

Thc RC agrcc. to naintein a round flnancial leaagcrcnt
ayrtcu to aceorurt for fuadr. Thc RC agr.or tbet
cxpcnditurcr uill aot contrlvcnr proniriou of ler ud rill
prouotc eonriccabtlity, cffici.ncy, cconoql and rtabillty itr
thc opcration of our dovclolreut.

(NqfE: You ney elro uant to nekc a rtatsmnt tbat 'EAagttc. to prwidc rccouating/booklc,ccpiag trainiag eod
tcchaicai atrirtaaco to RC to Gntur. finaacial
accouutebility. )

RC Precidcnt Datc

RC Trea.urer Datc

EA Executivs Dlrcctor

7'28.L :336.18 H6d7co c.2

Community emPowerment
82
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